
OFFICE OFTHE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTORY APPLICATION FOR RECORDS RETENTION SCHEDULE 

~ 

. 

INSTRUCTIONS: See Publication No. 76-9M-! for inmuctions on completing th is  form. Forward signed original to r Department of Archives and History, Remrds Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
~~ . ~ .. ~~ . Attention: Scheduling Section. 

f FORF~ECORDSMANAGEMENT USE 
_ _  

___ FOR AGENCY USE 1 1. Agenq Address 

The Executive S taf f  Division, headed by the  Executive Secretary,  is respon- . ~ 

s i b l e  f o r  providing a broad variety of s t a f f  services. 
schedules the Governor's appointments; answers h i s  correspondence; provides 
general, f i s c a l  and o f f i c e  services.  
with the S ta t e  Legislature,  agency heads and the public as well a s  oce'asiona- 
ly representing t h e  Governor at functions which he is  unable t o  a t tend.  
The Division maintains a research section which executes spec ia l  projects .  

The Division 
.i 

The Division also provides l i a i s o n  

1-3 ~____ I_ ~ - 
~~ 

~~~ 

~. 
~~~~~ 

Attach samples of the file. ..- 
. .  ~ - -  ~~~~ ~ ~ ~ 

lnduded are: 

! 
qual i f icat ions,  predecessors, etc. 

.. . -  .~ . .. 
alphabetically by name of board, commission, council, etc. 

- -. . .  * ~. ,~ 
File i s  arranged: . ~ +-. 

. ,  

How often are records referred to which are: 

One to months old ; Thirteen to twentyfour months old , 

iv:erityiiyfiv~months and older ? - - 
__ 



- -- -- - --- . ~ ._ - -- - - 
'ES 1 NO I 10. Questionnaire (Place an "x" in the proper column) 

a. Is this the official copy of the series? 
I f  not. where is it? X 

I I b Does the series contain mnfidential information requiring security handling? If yes, site law or regulation. 

h. Is there a duplication of th i s  series in your office, or in another office 0; agency? 
X If Yes. where? 
x i IS* is series lw a maior mrtr bn of it) reqularlv microfilmd? 
x i D  1 r r 

._ 1 - I x I c Isthiravitalrecord? 
X I  I d. Does this series have historical or long term research value? 

Attach copy or excerpt of laws or regulations. Explain administrative need. 

ArEhives has determined this series has historical value. 

c_- 

2 AmvedDisposition Instructions This agency recommend$ that the file series be cut orf at mt end of each: 

0 Calendar Year: Q Fiscal year: 0 Other SEE then, 

0 Hold in t h e  ,current files area 
0 Transfer to local holding area, hold 
0 Transfer to State Remrds Center: hold 

Destroy. 
0 Transfer to State Archives for permanent retention. 

ZZ Other /Specify) 

month is1 *{earls); then 
yeads); then 

yeads); then 

Cut off f i l e s  a t  end of term of Governor; hold i n  current f i l e s  area 1 year; 
then retire to State Archives for perhianent retention. 

These inmuctions apply to al l  prior and future accumulations of the series. 

lemmrrmdations in para- 
raph 12 are approwed. 
I f  disappmd, atiach letter 
,f explanatim.) 

1-50-71; Rw.76 


